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Agenda 

• Deadlines and Governing Statutes 

• Definitions 

• Transportation Process Overview 

• How to Complete your Transportation Route 
Report 

• How to complete your Vehicle Inventory Report 

• Impact on Payments and Budget Capacity 

• Questions??  
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Deadlines and Governing Statutes 

Deadlines: 
• Transportation Route Report is due 

within 12 days after the 100th Day 
 Check our School Finance Hot Topics and 

Calendar on our website for deadlines 
and reminders. 

 

• Vehicle Inventory Report is due 
on or before July 15th 

 Check our School Finance Hot Topics and 
Calendar on our website for deadlines 
and reminders. 

 

Statutes: 
§15-816.01 Open Enrollment, 
Free/Reduced Lunch, Special Needs 
§15-921 Pupil Transportation 
§15-922 Duties of School District 
§15-923 Contracts for Transportation 
§15-945 Transportation Support Level 
§15-946 Transportation Revenue Control 
Limit  
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http://www.azed.gov/finance
http://www.azed.gov/finance/


Definitions 

• A route is a predetermined course traveled to transport students to/from home and 
school.   

 
• A contracted route is a route for which a district reimburses a private party, political 

subdivision, or a common or contract carrier to transport an eligible student. 
 
• Daily Route Mileage is the sum of the total and/or contracted miles to transport the 

student to/from home and school. (The distance traveled on public transportation by 
eligible students who have been given bus tokens or passes may not be included in 
the route mileage). 
 

• An Eligible Student is a common school student whose residence is more than one mile 
from the school; high school student whose residence is more than one and a half miles 
from the school. 
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Definitions, Continued 

• Child with disabilities is student who qualifies as full-time student or fractional student, 
and requires transportation per the student’s individualized education program (IEP). 

 

• Academic, vocational, technical education, athletic trip and summer school miles are 
miles students are transported to/from school and should be excluded from the daily 
route miles. 

 

• Unorganized Territory students are those who reside in an area that is not established 
as a district. 
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Transportation Process Overview 
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Transportation Report 
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Instructions for Completing the 
Transportation Route Report 

• Step 1: Open Common Logon and the Transportation  Routes application 

will be found on the Menu: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 2: Enter your CTDS number on the Transportation Routes 

application and click Continue: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 3: After you enter the CTDS number, the status page will populate: 
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***Make sure you have the appropriate Fiscal Year selected. If not, click on the drop down on the 
year, select the correct year and click on Change Fiscal Year. 
 



Instructions for Completing the 
Transportation Route Report, Continued 

• Step 4: Access the Actual Route 

Miles Form from the Menu on 
the left hand of the screen: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 5: On the Actual Route Miles form, input the actual miles (First 100 

days), number of daily routes, and eligible/non-eligible students. Once the 
information is complete, click Save and Next and the next screen will 
populate: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 6: On the Estimated Route Miles form, input the estimated miles, 

routes and eligible/non-eligible students for days 101-180. Then click Save 
and Next for the next form: 
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***A good rule of thumb for the estimated mileage is 80% of the actual mileage for the 
first 100 days!!! 



Instructions for Completing the 
Transportation Route Report, Continued 

• Step 7: The next form is the Other Route Information. This form is used to input any non-

route miles any such as, students with bus tokens and bus passes. Also included on this form 
are the actual and estimated mileage for Academic, Vocational Education, Athletic trips, 
Other Purposes (Maintenance and Storage), and Summer School (Estimated mileage). The 
open enrollment section will include any students with an open enrollment status. Finally, if 
your buses pick up any students in an Unorganized Territory (Actual first 100 days and 
Estimated 101 to 180), then input the mileage. Then click Save and Next: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 8: The next form is Contracted Route Form. This form is used to create or edit a 

contractor who transports students to/from school. On this form, you can Edit/Delete an 
existing contractor and you can add a new contractor for Actual Miles and Estimated Miles. 
When you click on Add Contractor, a new form will populate: 
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Important Note: The total contracted miles on this form must match what you 
entered on the Actual and Estimated Miles forms under Questions 4-6. 



Instructions for Completing the 
Transportation Route Report, Continued 

• Step 9: The next form is used to add a contractor. On this form, you will 

input company name and/or first and last name of the party. Also you will 
input the address and routes information. Then click Save Contractor: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 10: If you did or did not make 

any changes to the contactor form, 
you will need to select Routes Status 
Page from the menu on the left hand 
side of the screen: 
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Instructions for Completing the 
Transportation Route Report, Continued 

• Step 11: The last form is called the Status Page. This form is used to  

submit your data to ADE and to generate your Transportation Report: 
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Important Note: If the tiny check box is not checked, the data IS NOT submitted to ADE 
and you WILL NOT get funding!!! Please make sure you check the box and generate the 
Create Edit/Update Report and Create Transportation 55-1 Report. The 40-2 is created 
after the Vehicle Inventory is submitted at the end of the fiscal year. 



Instructions for Completing the 
Transportation Route Report, Continued 

• Step 12: After you generate the transportation reports, you access them 

by selecting the Reports from the menu on the left hand side of the screen 
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Vehicle Inventory Report 
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Instructions for Completing Vehicle 
Inventory Report 

• Step 1: Open Common Logon and the Vehicle Inventory Application will 

be found on the Menu: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 2: Enter your CTDS number on the Vehicle Inventory Application 

and click Continue: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 3: After entering your CTDS number, the status page will populate. 

At this time your route miles reported should have been submitted and 
the Total Vehicle Inventory Miles should be zero: 
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***Make sure you have the appropriate Fiscal Year selected. If not, click on the drop 
down on the year, select the correct year and click on Change Fiscal Year. 



Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 4: Select Vehicle Details 

from the menu on the left hand 
side of the screen: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 5: After selecting Vehicle Details, the details form will populate with 

data from the previous year. On this form, the buses within in the district 
will be listed with vehicle code, license plate, and VIN Number. Also you 
can edit the bus information or you may add a bus or vehicle: 
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Important Note: The Vehicle Code is a number that the district assigns to each bus.  If 
you sell a bus, please DO NOT recycle the vehicle code. A new number will need to be 

assigned to the new vehicle. 



Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 6: If you edit or add a vehicle from the Vehicle Inventory-Details 

form, you will click on either edit or add vehicle and this form will 
populate for you. You will need to input or update the vehicle information, 
bus information, and purchase information. Also this form is used to retire 
a bus because the bus was sold or the bus is not usable. Then click Save 
Vehicle: 
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Important Note: If you are just editing the vehicle information, then the existing 
information will display in the proper fields. 



Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 7: Select Vehicle Mileage 

from the menu on the left hand 
side of the screen: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 8: The next form is the Vehicle Mileage. This form is used for 

entering your ending miles as of June 30. The only time you would click 
add meter is if the odometer has been replaced. The starting miles value 
equals the ending miles from the previous school year. Then click Save 
Changes and Show Next 10 Vehicles: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 9: If you need to search for a bus within your district, you 

access it from the menu on the left hand side of the screen: 
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Enter partial or full vehicle code, license plate 
or VIN. The search will return any vehicles that 
match or begin with the values that are 
specified.  



Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 10: Select the Status Page 

from the menu on the left hand 
side of the screen: 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 11: The last form is called the Status Page. This form is used to 

submit your data to ADE and generate your Vehicle Inventory reports: 
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Important Note: If the tiny check box is not checked, the data IS NOT submitted to 
ADE!!! After checking the box, PLEASE click Create Edit/Update Report and Create 
Transportation 40-2 report.  



Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 12: Reconciliation 
 Typically, the difference between the vehicle inventory miles and route miles should be 

zero. 

 
 
 If there is a +/- variance, you will need to review the vehicle inventory and 

transportation routes data for accuracy and modify as necessary.  
 
 
 
 
 

 Important Note: If you modify any data on transportation routes and/or vehicle 
inventory report, PLEASE make sure to click the submission box and regenerate all 
the reports (i.e., Edit/Update Reports, Tran 40-2, Tran 55-1).  If these are not done, 
the new information will not transfer to your APOR55-1 and will impact your state 
aid payments and budget capacity. 
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Instructions for Completing Vehicle 
Inventory Report, Continued 

• Step 13: After you generate the vehicle inventory reports, you access 

them by selecting the Reports from the menu on the left hand side of the 
screen: 
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Impact on Payments and Budget 
Capacity 

34 
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TSL (Transportation Support 
Limit) 

• Approved Daily Miles from TRAN 55-1 

• Eligible Students from TRAN 55-1 

• Basis for state aid payment 

 

TRCL (Transportation Revenue 
Control Limit) 

TRCL 

*** If the check box is not selected, your 
Transportation information will NOT be pulled 
into the payment system and WILL affect your 
state aid payment and budget capacity 

• Preliminary Current FY TRCL= Previous FY TRCL 
+ positive difference between Current Year 
TSL and Previous Year TSL 
 

• Current FY TRCL= Current Year Preliminary 
TRCL, if 120% of Current FY TSL is GREATER 
than the Preliminary TRCL; else Prior FY TRCL 
will be used  
 

• Basis for budget capacity 

APOR55-1  
(Transportation and State Aid) 



Questions?? 
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Transportation Routes 
  Contact your Account Analyst  
 
Vehicle Inventory 
  Contact your Account Analyst  
 
Payments 
  sfpaymentteam@azed.gov  
 
Budgets 
 sfbudgetteam@azed.gov  
 
 

http://www.azed.gov/finance/wp-admin/post-new.phphttps:/www.azed.gov/Administrators/SF/Lists/LEAAccountAnalysts/AllItems.aspx
http://www.azed.gov/finance/wp-admin/post-new.phphttps:/www.azed.gov/Administrators/SF/Lists/LEAAccountAnalysts/AllItems.aspx
mailto:sfpaymentteam@azed.gov
mailto:SFBudgetTeam@azed.gov

